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Overnight Conference/Meeting Attendance Application
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People making a difference!




Note: Requests must be made two (2) weeks prior to event.

Date: ___________
Conference Name: _________________________________________

I hereby request permission to be absent from my assigned duties in order that I may attend the following meeting or conference.

Date(s): _____________________________________

Place: ________________________________________________________________________

Purpose:
(A) Staff Development (
How? ________________________________________________________________________

______________________________________________________________________________


(B) Position Requirement (
How? ________________________________________________________________________

______________________________________________________________________________

Expenses involved: _____________________________________________________________

Estimated Total Cost: ____________________________________________________________

Funding Source(s): ______________________________________________________________

Substitute Needed?   ( Yes ( No 
If yes, how many days? ___________


__________________________________________________________________


Name


__________________________________________________________________


Location/School

Approved:
__________________________________________________________________


Funding Source Supervisor

Approved:
__________________________________________________________________


(School: Principal; Central Office: Superintendent/Designee)

IF APPROVED, ATTACH THIS SHEET TO THE PURCHASE ORDER FOR PROCESSING. PURCHASE ORDER FOR MEETING OR CONFERENCE WILL NOT BE PROCESSED WITHOUT THIS FORM ATTACHED.

Review/Revised:7/17/2003
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